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POSITION SUMMARY 
 
Under the general supervision of the Operations Office Director of the Milwaukee Early Care Administration in the 
Division of Early Care and Education, this position provides supervision of staff responsible for authorizing child care 
for parents under the Wisconsin Shares program. This position is responsible to ensure children and parents 
participating in the Wisconsin Shares program are authorized for the appropriate hours of care with a certified or 
licensed provider in compliance with state and federal law and requirements.   This position will implement 
management policies, assign and review work of staff, evaluate staff performance and recommend corrective action 
when required.  This position is responsible for coordinating services with other sections within MECA, including 
sections responsible for Program Integrity in identifying and implementing potential fraud prevention activities related 
to authorizations.   This position also must coordinate with the Department of Health Services, W-2 Agencies, Provider 
Organizations, Parent and Advocate organizations, and other internal and external organizations as necessary.  This 
position ensures high quality and effective processing of authorization requests; ensures compliance with state and 
federal laws, administrative rules and policies; evaluates program effectiveness; develops and implements 
improvements/revisions as necessary; and maintains and reports program data.   
 
 

Goals & Worker Activities 
 

45% A.  Implement and interpret child care authorization policy and maintain efficient quality processes.  

Ensure that authorization requests are completed timely and accurately, and implement performance 

monitoring procedures that lead to improved policies and procedures.   

 
A1.   Plan, develop and implement processes to complete requests for child care authorizations within the 

time limits set by state and/or federal requirements.   

 

A2.  Monitor procedures used by staff for completing authorizations. Regularly review procedures for potential 

improvements and efficiencies to improve timeliness and quality of the authorizations, and to reduce errors.   

A3.  Ensure the efficient flow of information between eligibility workers in the Department of Health Services 
(DHS) and staff within the Section.  Maintain positive working relationships with DHS, and establish a process 
for coordination with DHS staff. 
 
A4.   Ensure the efficient flow of information between W-2 and DHS agency staff and staff within the Section.  
Maintain positive working relationships with W-2 and DHS agencies to ensure the appropriate and timely 
completion of child care authorizations for clients.   
 
A5.  Evaluate program effectiveness on a regular basis.  Identify and practice procedures to track volume and 
types of authorizations, and timeliness of processing.  Participate in the development of program reports.   
Analyze critical indicators for success of the program, determine trends and translate data into written and oral 
formats for presentation to management and staff.  
 
A6.  Implement procedures to identify “red flags” which signify potential fraud in coordination with the Client 
Investigation Section and the Provider Program Integrity Section.  
 
A7.  Implement procedures to monitor new state and/or federal policies; Ensure staff is aware of changes to 
policies and procedures; Implement new policies and procedures as required; Monitor their implementation.  
   
A8.   Provide regular reports about child care authorizations to the MECA Director, as directed.  Respond to 
questions and information requests from MECA and Department management.   
 
A9.  Evaluate quality and quantity of services provided by employees.  Ensure inclusion of needed 
improvements in performance evaluations through observation and reviews. Ensure group error rate is 
equivalent to agency standard. 
 
 

40% B.  Supervision and Monitoring of Staff 

 
B1.  Plan, assign and supervise the work of staff involved in completing child care authorizations. 
   



POSITION DESCRIPTION 
DCF Program Supervisor – Authorization Services 
 

2 

B2.  Ensure staff compliance with child care authorization rules and regulations.  Direct staff activities to 
ensure the integrity of the Wisconsin Shares program.   
 
B3.  Manage and monitor staff responsible for assisting child care clients with questions about authorizations, 
and ensure both client and provider questions are handled appropriately.   
 
B4.  Assure coverage of workload in the absence of an employee. 
 
B5.   Conduct regularly scheduled meetings with staff to review decisions and share information. 
 
B6.  Gain an understanding of the state’s policies and procedures for staff performance, grievance 
procedures, work rule violations, staff discipline, and staff leaves of absence.  Implement procedures as 
appropriate and necessary in accordance with applicable contractual provisions and personnel rules 

.   
B7.  Review and make recommendations regarding employee travel vouchers, vacations, sick leave, and 
other requests.   
 
B8.  Hire staff as needed.  Conduct interviews, evaluate and select candidates and make appointment 
recommendations.   
 
B9.  Identify staff training needs; ensure training needs are included in performance evaluations as required; 
provide or arrange for orientation and in-service training for employees; ensure staff are aware of and trained 
on new policies and procedures regarding child care authorizations.  
 
B10. Evaluate quality and quantity of services provided by staff. Ensure inclusion of needed improvements in 
performance evaluations through observation and reviews. Implement useful tracking mechanisms capturing 
this information.   

 
B11. Use CARES, CWW, KIDS, CSAW, ECF, and other systems to support supervising child care 
authorization workers.  

 
 

10%   C.  Maintain an effective working knowledge of current federal, state and county program rules, 

 requirements and procedures as well as maintain effective relationships with other Divisions, 

 Departments, and Agencies.  

 
C1.  Establish and maintain a collaborative relationship with the Department of Health Services in maintaining 

an efficient process of communication for the exchange of accurate client information between eligibility 

workers and section staff.  

 

C2 .  Establish and maintain a collaborative relationship with W-2 agencies in maintaining an efficient process 

of communication between W-2 workers and Section staff. 

 

C3   Establish and maintain effective working relationships with other Sections within MECA.   Identify key 

areas of the authorization process where collaboration with other Sections is needed, and work to establish 

effective communication channels.   

 

C4.  Represent MECA in meetings with community organizations, service providers, and collaborative 

partners in child care programs, as requested by the MECA Director.   

 

C5.  Ensure understanding and proper interpretation of state policy and communicate to staff as needed. 

Identify topics that directly impact understanding, process, and progress in the application of Wisconsin 

Shares. Communicate with the Bureau of Learning and Policy, child care call center as needed.  

 

5% D.  Management of AA/EEO Plans in compliance with federal and state laws. 

 
D1.  Assure equal access and opportunity to staff to attend training and other career development activities. 
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D2.  Establish expectations that will not tolerate prejudice, unfairness and harassment between staff or those 
served by MECA. 
 
D3.  Ensure adequate accessibility to offices and workstations for all handicapped employees, children, family 
members and visitors in compliance with policies and procedures of the Americans with Disabilities Act. 
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Knowledge, Skills, and Abilities 
 

1. Demonstrates institutional responsibility, administrative skill, as well as a commitment to and a vision for 
public service; achieves positive outcomes by encouraging, supporting, coaching, developing and mentoring 
others.  

2. Knowledge of the theories and practices of administration, management, and supervision of child care 
programs  

3. Knowledge of leadership and supervisory principles and practices 
4. Knowledge of childcare principles, practices, and functions 
5. Knowledge of federal and state laws, regulations, standards and policies in child care.  
6. Knowledge of quality assurance principles and practices. 
7. Knowledge of data management principles and use of data management program. E.g. – Excel 
8. Ability to utilize Microsoft Office products for organizing and storing data.(Word, Excel, PowerPoint)  
9. Must possess mathematical, oral and written communication, and time management skills. 
10. Ability to utilize CARES, CWW, KIDS, CSAW, ECF, and other systems to support supervising child care 

authorization workers. 
11. Ability to work independently and apply critical thinking techniques as needed. 
12. Ability to present information in a clear and concise manner. 
13. Ability to operate a computer, related software and systems. 
14. Ability to meet strict timelines. 
15. Ability to work effectively and harmoniously with staff and others. 
16. Ability to exercise concrete decision making skills; consult supervisor as needed. 
17. Extensive skill in written communication in order to prepare well-organized, concise documents such as 

position papers, reports and planning documents. 
 

 
 


